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WS TERN BUROPL (Wa) ARba DIVIBION NOTES

1. The Chiefl of Huguirements Steff for the division acts as
Chisf of Heports and as such exeroises stef! supervision over ths
Reports Officers wnich ere sesigned to the varicus branches. Aw
Chief of Heports he porforms the following duties:

&, Acte as principal advisor te the Division Chief and
80 Deputy on ell reports matters,

b, Furnishes toechnical guldance to Heporte Cfficers.
¢. Hainteine necessery lisison with BEranch Chiefs to

coordinate reports matters and to stimmlate interest in re-
porting.

d. Conduote training for Heports personnel.

8. Heviewg and approves all written pupers ooncerning
roports whish are dissesinated.

£. Gonsolidates reports statistics received from Branches
for submlssien to BC.

2. The Reports Ufficers loceted in the Branches are under the
direct sdministrative supervision of the PBranch Chiefs. In the larger
branches Heporte Officers are used exclusively for positive roporte
vhile in the smelley ones they process both posttive and CE reporve.
The Senior Reporte Officers in ecach branch perfora only reports
functione, However, the other Reports Officera may be used for some
operational duties.  In the| N Ereuch feports Officers é
perform both operstieonsl and reports duties on & full time dasis. 25X1A8a
Typlets ssoigned to the bLranches, ss a gensrel rule, parform both
operationsl and reports work.

3. 'The Division Chisf, SO Deputy, Division Chief of Reports,
Branch Chiefs and all Reporte Officers strongly feel thet the pro-
cessing of raports is & branch responsibility and that Reporis
personnel should therefore be sssigned to the branches. It was :
indicated that Bepdtts:Officers must have an operationsl *{lavor® ' é
and should be femilisr to the grestest extent possible with opera~
tions in order to properly process reports.
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Persennel

1. The present 1/C deee not accurately reflect existin: orpan~
ivationsl ptructurs or persornel assignments. Focsuse of this and
the fact that Reports perssnnel, espeetally clerical, in rost of the
branches perfors beth rapopts and oparstiensl duties » it wes most
difficult to detersing not only the present status of Reperts o

25X1A8a tut else projocted requirements. For exemple, a
‘ ie shown on the preseat maghine rup, Howgver, th anch iy now
25X1A8a operating as twe separate branchsw, nanely, the [N pranc, &nd the
29X1A82 N :ranch, 7o heports positions bisigned to the NN :ranch
25X1A8a &re presently being used for operational dutiss, Alsg a Ghel Typist
v in thiwbranch is bedng usec s 2 Keports Ufficer. A new T/C ia
badly asedes for this division,

é In snalysing the duties being performed by ieports Ulficers
1t was found that in any imstances they were devoting from 10 per
cent to 26 per cent of their timc to clericel dutie ek &6 logging,

25X1A8a oerding, ete. 4t the time o this survey W&Hrmeh wWag the
only bramch in the division withis siseable baohm 3¢ of reporte to
be processed, This back-log consisted of app. tely LOU reports,
Approximately 250 of thess yeorts had been initially screensd and g
determination made Lthet they would rot bhe dleswvainated. In this
Sonnection 1% wae pelnted out that the present statisiics being

hed RO prinerily ssphasize volume insteed of work mEESUressnt

dats, It was Fuggestud that the statistical reporting structure be
revised to reflect more realistic workload datg, It «s# noteq guring

To V&S ome ieports Officer vacancy in the I

owever, it wae in the presess of teing f11led,

25X1A8a
25X1A8a
3. Besed on ar anslysis of the pressnt utilisation of keports
Personnel, workload and existing bagk-logs, it is belleved that :f the
Reporte Officer positions presently authorized aye fiiled end utilized
exelusively for reports work, only two &dditional Eeports Gfficer
25X1A82  posttions (or to. B creci)uculd be required.  In adcition,
three clarical positiene are urgently needed for this Divisien, Two
25X1A8a  of these posttions should be assizned to the IR Branch and ore to
25X1A8a  tha Branch or the fuperts and Roquirements &taff,

1. The Division meil roo;: meintaing loge for cables s LOp secret.
documents and "HoneW: documents®. a1l ui jouches er being checked,
&re forwarded by the Division reil reom to the conesrned for 25X1A8a
logging and Processing. abstrect file glips ere used in the Divisien
neil room for top secret documents and PNon<f decuments",
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2. The procedure for logging reports varies emong the Pranches,
Rowever, in rost Prenches, log shests of various types end designes were
being used inetead of the abstract f£ile slips. In this connection it
wag the consemsus of the Neports personnel that the abstrsct file slips

are not sultable for logging reports. It wes slso stated thst it would
be most helpful if & stendardised log sheet could Ye designed for use
by all Keports personnsl,

3. 4t the prusent time the green summary copy for sach cable is
being pulled in the Division mail roem prior to the cospletion of the
loggin; process amd immedistely sent to the segretary to the Division
Chief. After the Division Chief sees the summary copy of the cshle o
stalf individual delivers it to the Chief of Reports or Franech con-
eerned in order to inforn the individual concerned thet & cable has
bean received. At thie point the individual recelving the cabl: starts
the Ygrapevine™ working to inform all persons concerned in the Sranches
or other Divisions that they may expect 3 cabls for sctien or informa-
tionel purposes in due time. After completion of the logging Yv the
Division mail roox the copy is then forwarded to the seeretery Lo the
Division Chisf who makes appropriete distritution of & limited number
of coples. It is beiieved that & more efficient and effective systesm
for distrivuting cables could end should dbe devised,

ke Repreduced repurts from HC for the Franches (marked bty iC
for the Pranch concerned) are forwarded in bundles through the ivision
mail roow %o the Chisef Leportec Cfficer for distridution %o the ‘‘rasches.
This means that they rust again be routed hack throug: the mall rooce
to the Pramch concerned. It is believed that the Divisicn metil room
should separate the reports and meke direct distridution to the
Pranches based on the routing furmfshed by RC.

1. Additional pervonnsl should be suthorized for #I to be used
a8 "baavers® o snalyse documents in the KI file and expeditiocusly
furnish & resuxe of the information in the file tc the Divisions
requesting the KI check, Th.s would be especially helpful in cornsc-
tion with making CE checks. Personbel in the Division are now teing
utilised to make thess cheoks due to the shortage of personmnel in HI,

2. &n excessive smount of tims 1s required by other Livisions
to precess reportc forwarded for sotiop and for routing papsrs betwean
Divisions. The Chief of Heports is ocurrently checiing on thie in view
:in reducing the processing tire, especially within ¥i, to an ubsclute

-'j -
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25X1A2g

-25X1A8a

25X1A2d1

v 3. A mechanism should Bo provided to insure thet the "mg;;éts” of
positive intelligence which &re sometines contained in operationsl
dispatches and cables sre first recognised ar such aisecondly, that

" the positive intelligence is turned over to the approprist. Heports

Officer for processing.

L. Opesratioms personnel, and espseially Branch Chiefs, should be
vore reports consolous. Also Uperations Officers should recelve nore
reperts training especially prectical training in the sctual prepsration

-of rsports.

$. A Senior Reports Officer sbould be provided fer each of the
larger field ststione %n insurs thst reports are grarmatically corract,
intelligently steted, correctly evaluated and, when pessible, translated.
In this cenmection, it wae pointed cut that frequently 1t is necessary
to query field ststions to deter=ine shat is sctually meant by the

of cables and dispstehes. In addition to the reports duties,

this individual could alsc perform requiremente furctions. The T gnior
Reports Officers in the field should be ordered to Washington yeriodically
for confsrences regsrding reports procedures und teshniques. The
sddition® of this persomnel in the fleld would not only expedite report- -
ing and improve the guality of the regorts but would aleo greatly assist
in detecting "psper rills”™ and "fabrications®.

6. Reperts Officers facl that Lhey ere rpessed over® when pro-
sotione are nade.

7. Only high school anc/or business college graduates should be
‘ired to fill typist positlens.

8. Heports personnel should be properly cleesified in order to
provide nesded incentive and promotionsl opportunities and to sncrurape
proper utilisetion of skills.

9. Tifficulties ars being cncountered in connection with the pro-
cessing and zenitising of ' ard other reporte.for liaison distribution.

10. Delays bave been apcountered in the proceseing of reports by

the qﬁrmh. This has been due to & grest vxtent
to persomnel problems, espoeislly the lack of professional personnel,.

It is belisved that the crgsnisatiensl structure, functione end rro-
cedurss of this Pranch should be sxasined.

11. When Heperts Officers are employed they should be told that
they will be working on reports and rot led to belleve thal they will
be Cperations Officers with zll the glory, «te.

12. It was indicated by the personnel of this Division that the
processing of the RFF reporte frov [ rerreccnte o vaste

-l d S‘

Sacurlly information
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